PART | DEPARTMENT OF HUMAN RESOURCES DEVELOPMENT 2.100
STATE OF HAWAI

Cl ass Specifications
for the Cl ass:

ASSET FORFEI TURE PROGRAM MANAGER
(ASSET FORFEI TURE PRGM MGR)

Cl ass Di stingui shers:

Compl exity: This class reflects responsibility for
pl anni ng, devel opi ng, coordi nating and nmai ntai ning operations
and procedures to adm nister the disposition of forfeiture
petitions and manage the storage, naintenance, |iquidation,
and distribution of assets seized and forfeited in connection
with the comm ssion of certain crimnal offenses.

Supervi sion Received: The work is performed under the
general supervision of a Deputy Attorney General. The
Attorney General has the final authority to grant or deny
actions concerning asset forfeiture; therefore, docunents
(such as the petition for forfeiture, forfeiture order and
forfeiture fund request) processed by the Asset Forfeiture
Program Manager are subject to review and approval by a Deputy
Attorney General and the Attorney Ceneral.

Full| Performance Know edge and Abilities: (Know edge and
abilities required for full performance in this class.)

Know edge of: Pertinent |aws governing the Asset
Forfeiture Program general |egal principles concerning | aws
of arrest, laws of search and seizure, statutory |aw of arrest

and search and seizure, and statutory |aw concerning
forfeiture; inventory recordkeepi ng; nethods and practices
associated with the mai ntenance of financial records; report
writing; State procurenent |aws; rule nmaking policies and
procedures; |eases; and office practices and procedures.

Ability to: Manage the State's Asset Forfeiture Program
interpret State statutes relating to asset forfeiture, and
keep abreast of statutory changes and their inpact on the
Asset Forfeiture Program devel op applicable rules and
procedures; devel op, revise and recomrend operating policies
and procedures; prepare financial reports; devel op requests
for proposals and contracts for service; comrmunicate
effectively orally and in witing; prepare clear and concise
reports, correspondence and informational material; mintain
effective working relationships with departmental personnel
ot her | aw enforcenment agency personnel, State agencies,
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private conpani es and the general public; and use word
processi ng and spreadsheet conputer applications to maintain
inventory and financial records and prepare reports.

Exanpl es of Duties: (The sole position in this class may not

be assigned all of the duties listed, nor do the exanples
necessarily include all the duties that nay be assigned. The
om ssion of specific statenments does not preclude nmanagenent
from assigning such duties if such duties are a | ogical

assi gnment for the position. The classification of a position
shoul d not be based solely on the exanples of duties
perforned.)

1.

Devel ops and/ or revises procedures for the Asset
Forfeiture Programin functions such as acquiring custody
of seized and forfeited property, processing forfeiture
petitions, orders, and forfeiture fund requests from |l aw
enf orcenent agencies, filing of all forfeiture cases,

aut omati on of accounting functions and reporting

requi renents, and the publishing of rules and regul ations
governing the internal operating procedures of the
Program

Acqui res custody of seized and forfeited property from
the sei zing agency and arranges for transport of property
to a storage facility. Provides for routine maintenance
and repair of assets to maintain their condition.
Arranges for specialized nmaintenance services for these
assets and facilities as necessary. Releases forfeited
property to | aw enforcenent agencies, as approved by the
Attorney General, or to buyers at forfeiture auctions.
Returns unforfeited property to owners, as directed by
the Attorney General. Ensures the destruction of
property as required by |law or when the asset has no
reasonabl e sal e val ue.

Devel ops and/or revises procedures for proper handling of
sei zed and forfeited currency and arranges for deposit
into an appropriate bank account.

Notifies the public through the use of advertisenents

t hat an asset has been seized. Devel ops and/or revises
procedures for periodic public sale of forfeited
property, including selection of sales site, contracting
for a sales agent or auctioneer where necessary,
transporting property to sales site and ensuring security
of property during sales. Obtains professional
appraisals to determ ne the fair market val ue of seized
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assets when necessar Yy.

5. Devel ops and/or revises procedures by which seizing and
prosecuting agencies and the Departnent of the Attorney
General's crimnal forfeiture fund receive their
respective statutory net share of the forfeited currency
and the |iquidated forfeited assets. Devel ops and/or
revi ses procedures by which seized property nay be
directly transferred to a qualified | aw enforcenment
agency for their official use. Ensures the necessary
accounting and reporting of such distributions and
transfers.

6. Devel ops and/or revises procedures to allow | aw
enf orcenent agencies access to funds for specified
statutory purposes fromthe forfeiture fund.

7. Ensures that the annual report to the legislature is
prepared and that other statutory requirements of the
Program are net.

8. Assists with the training of other |aw enforcenment

agenci es regarding statutory requirenents, policies and
procedures of the Program

This is the first specification for the new class ASSET
FORFEI TURE PROGRAM MANAGER ( ASSET FORFEI TURE PRGM MGR) .
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